Organiser’s Manual

Introduction

This manual is written to help those who are new to organising events and to provide a reference to those who have already organised some events. Read it through now and ask for help if you are unsure about anything. You are not alone. There are plenty of people to give you assistance. 

From the time that you accept appointment as Organiser keep copies of all the communications you send and receive relating to the event. It is easy for busy people to forget what has been agreed and Organisers often do. 

At an early stage in the process speak to the Planner and Controller to make sure you are not duplicating efforts. The British Orienteering Rules and Guidelines http://www.britishorienteering.org.uk/page/rules , available on the British Orienteering website, are useful background reading to help you understand your role in the process. 
All documents referred to in the Checklist and More Details are in the ‘Members’ section of the club’s website (if you have problems accessing this, contact Alan Brown)
Organiser’s Checklist
	Task
	Task details


	When
	√

	Initial contacts
	· Make contact with the Planner and Controller and exchange phone numbers and email addresses


	As soon as you can!
	

	Land Permission(s)
	· See Event Contacts list for who to contact.

· Get WRITTEN permission, not just verbal.

· see MORE DETAILS below


	6 months +


	

	Car Park and Assembly
	· in liaison with the Planner, choose a suitable car park 

· ensure local land managers are happy with arrangements.

· Decide the road, prominent junction or roundabout from which the event is to be signed so that this information can be included in the flier

· Inform Event Registration Secretary (Ian Sayer) of the location of the car park and any car parking fee so that they can complete registration of the event with BOF. 
	6 months +


	

	Facilities
	· If required, ensure that an adequate number of portaloos (at least 2) and a urinal are booked with Brandon Hire, Christchurch (SWOA has an account and they will pass the invoice to us at a later date)

· If allowed, invite caterers to attend the event (usually, Stone Valley Farm  - see Event Contacts)


	3 months +
	

	Setting up Teams and Team Leaders

 
	· see MORE DETAILS below

	3 months +


	

	String Course
	· It is club policy to offer a String Course whenever possible. This should be delegated. The reels of ‘String’ tape is stored at the Crickmore’s
	3 months+
	

	Publicity 
	· Produce a flier –see Event Fliers  

· send to Alan Brown to put on the website and get hard copies printed (see committee regarding recommended printer)
· Let Tim Houlder know when done so that a link can be put on fabian4

· Ensure distribution at appropriate events in SWOA  and adjoining regions.
· Ensure club members know the Helpers Code for pre-entering on fabian4 (Tim Houlder should have this)

	3 months +
	

	Safety
	· complete a Risk Assessment form, even if one is not required by the landowners.

· Ensure you know the location/address of the nearest A&E department (this is required on the form)

· Note that to satisfy insurance requirements, the risk assessment must be signed by a qualified orienteer - at present a Controller or Coach. 

· An electronic copy is sent to the landowner(s) and the Controller.

· This form may need amending due to changing circumstances nearer the event. Liaise with the Planner/Controller.

· Landowner(s) may also require a copy of BOF Insurance. This can be accessed on the BOF website.

http://www.britishorienteering.org.uk/page/organisers

	1 month
(or earlier if requested by the landowner)
	

	First Aid and Emergency Procedures
	· Ensure that at least one  qualified First Aider is available on the day of the event (check with committee who is currently qualified)
· Amend Search Procedure document as required for the event

· Have 2copies of all the courses printed off to enable a 2-man search, if needed. Bill Brown can arrange this for you. 
· Have a local map available indicating how to get to the nearest A&E.


	1 month

1 week+
	

	Start and Finish
	· Confirm with Planner and Controller the position of Start and Finish and whether there are any special requirements, such as manned road crossings, gate watchers, areas to be taped off for safety, etc.
	1 month
	

	Equipment
	· Liaise with Ian Sayer regarding the transfer of all the required equipment to the event.

· Ensure Registration/Download Team Leader has arranged the generator or other power source for SI kit (Roger Crickmore usually stores the generator)
· Note: all the SI equipment (except dibbers) and kites are the responsibility of the Planner

· Check that the team boxes (EOD, Enquiries, Start and Organiser) contain all the necessary bits and bobs.
· Buy a few rolls of toilet paper to supplement those provided by Brandon Hire.

· Also, have someone check if the contents of the First Aid kit are in date and replace as necessary. 

· If 2-way radios are used, make sure that you (or your delegate) knows how to use the batteries, that they work, and are fully operational. 
· If required (i.e. public places) display a notice in the car park 2 weeks before the event, advising public that they will not be able to use the car park on the day of the event)
· See MORE DETAILS below


	Final fortnight
	

	EOD Forms
	· See EOD Form – amend as needed (prices/courses) and get sufficient copies printed. 
· Cut up sheet into 2 forms
	2 weeks +
	

	Communication
	· Make a list of useful mobile phone numbers – Planner, Controller, Team Leaders  - and make up laminated cards for them all.

· Check 2-way radios are working
	1 week – 10 days
	

	Map numbers
	· Agree map numbers for printing with Mapper (with Bill Brown)
· After Entries Closing Date, calculate number of maps available for EOD and prepare colour stickers (Bill Brown)
	1 week- 10 days
	

	Final Details
	· – see Final Details examples and complete with course details etc. Consult Planner/Mapper if needed

· Send draft version to Controller before making available on the club’s website and linked from fabian4

	1 week – 10 days
	

	Floats
	· Get float for both EOD 
	1 week
	

	Courses Board
	· Write course details (length/climb) on the whiteboard or other method.

	1 week
	

	Team’s Instructions
	· Amend the Team Leader’s letter as required for the specific event and send to TLs. They should then disseminate the information to all their team. 

· If necessary send a map of the event site, indicating Start, Finish, Assembly etc. (Bill can provide this)

	1 week – 10 days
	

	Setting up the event 


	· see MORE DETAILS below
· ensure sufficient people are there to help 

· Ensure list of pre-Hired Dibber numbers and Dibber Numbers available for hire on the day have been prepared for the Enquiries Tent. (Registration Team Leader)


	Day before


	

	The event itself


	· Make sure that you have a copy of the following :

· British Orienteering Registration Form (from Ian Sayer)
· Risk Assessment Form 
· Incident Report Form
  - see Accident Report Form 
· Search Procedure 

· Copies of all courses

· Team Leaders Letter

· Map showing route to local A&E

· Landowner(s) permission letter

· Take Courses Board  for EOD tent.
· Give bucket, float and EOD forms to Car park TL.
· Liaise with the Car Park Team Leader as to how cars are to be parked
· Ensure Finish is set up -  banner, marked route to download, sign reminding people that they MUST download, First Aid bumbag
· Note: Planner will set up the Finish control

· Ensure Start team have the Beep Clock, maps, map boxes, control descriptions etc. (Bill provides the last three)

· Make sure that all the area is left clear and litter free – footprints should be the only sign that an event has taken place. Ensure that any doors or gates that should be closed are closed and return keys as appropriate. 

· see MORE DETAILS below 

	On the day
	

	Post-event
	· Ensure all equipment is returned in a good condition and tidily to the lock-up or Ian Sayer

· Ensure controller, planner etc. put in any expenses claims to the Treasurer as soon as possible

· Send any thank you letters/emails as deemed necessary

· Take the cash that has been collected and pass it to the Treasurer as soon as is feasible, having recovered the initial float. 

· Major expenses (such as hire of portable toilets) should be referred to the Treasurer for paying directly.

· Smaller, incidental expenses (such as phone calls or first aid items) can be reclaimed from the Treasurer on presentation of receipts. 

· Complete any participation returns as required (e.g. Forestry Commission)
	Within 7 days
	


MORE DETAILS
LAND PERMISSIONS
· Agree with land manager(s) NEARER THE TIME OF THE EVENT, details of unlocking gates and any other details such as access to electricity and water supplies (if applicable)
TEAMS AND TEAM LEADERS
· Send out a Yahoo groups message asking members to let you know if they are NOT available on the day of the event. Give them a deadline to reply and make it clear that if you have not heard from them, it will be assumed that they will be available.

· It might also be worth asking if people have preferences for which team they wish to be on.

· Select Team Leaders – ideally people who have helped out before, but not necessarily been team leaders. Note: the TL for Registration/Download must be one of the few computer “whizzes”.
· Allocate helpers to all the Team Leaders - see Team Sheet Example to get an idea of number of people required in each team. Send them a copy of the Team Sheet, highlighting those people who have definitely confirmed their availability. It is then the responsibility of the TLs to contact all their team to check that they are available, and tell them which team they’re on.

· Try to have a few spare people in case of emergency and don’t give yourself a job. 
· Give the TLs a deadline by which to let you know if there are any problems/shortages in their teams.

· Note: the latest list of club members with their phone numbers and email addresses can be obtained from Ian Sayer.

· Liaise with Planner regarding any extra help needed putting out/collecting controls.
EQUIPMENT
· The EOD & Enquiries Box should contain for EOD: a Float (about £60 – 1 x £10, 2 x £5, 40 x £1s) and a float container; coin bags; PAID stamp; stapler and staples; spare EOD forms; pens; coloured stickers for EOD map allocation (from Bill); dibbers for hire; and for Enquiries: box for competitors keys; clipboard with paper; details of pre-hired dibbers (from Tim on the day); club publicity leaflets.

· The Start Box should contain: red/white tape for marking out the start boxes/lanes; metal hoops to pin tape down; laminated course names (White, Yellow etc) to pin in the ground; waterproof clipboard cover; 

· The Organiser’s Box should contain the following: a variety of tapes, string, nylon chord; mallet(s); First Aid bum bags; plastic ties; felt pens; scissors; staple gun; orange tape markers; plastic sleeves for results washing line.....
SETTING UP THE EVENT 
· Arrange a time for everyone to meet in the designated assembly area/car park (usually between 12.30 or 2)
· Set up Assembly tents and Start. 
· Ensure signs to Registration, Start, Toilets etc are in place as necessary. Tape any routes to Start/Finish as required.
· Orienteering road signs put up at appropriate points. If it’s a busy junction, use big signs at the junction itself, and place smaller ones 50m or so before the junction. Once a driver is following a signed route there should be a sign at any junction in the road where a route choice exists to remove uncertainty. Sign the event entry from all directions, to catch those who have used SatNav rather than the approach signs. 
At the exit from the event place a sign to help people back to the major road system (eg ‘To the A31’).

· ensure that mobile phone reception is OK in the Assembly, Start and Finish areas. The Enquiries Tent should have a mobile phone for use in an emergency. It is also useful to have a phone at the Start, especially if it is a long walk from Assembly.
· The club also has four radios. These will probably be allocated to Planner, Controller, Organiser, and Start. Note: these can be very unreliable.

THE EVENT ITSELF
· Ensure all team leaders have their mobile phones with them and are given the list of everyone else’s numbers

· Check with Controller when competitors are allowed to start

Registration/Download

· As long as there is an experienced helper present, leave the team alone to get set up. It is usually a bit fraught until it all works (which is rarely first time). Your interference is unlikely to be helpful unless you are certain you know more than they do and they are really stuck. Your energies are best directed at making sure that everything else is set up on time. 
· The SI team are responsible for the collection of any hired dibbers as they are downloaded. 
· Printouts of results should be displayed on a ‘washing line’ and updated as regularly as possible. However, use tact and diplomacy in prompting SI team for these. 
Start

· Leave the Start Team Leader to set up as follows:
· Erect the large protective shelter (Gavin Clegg’s) right over the start box area (if this is deemed necessary)
· There are 4 start boxes:



-4 mins. Check punch in this box.



-3 mins. Waterproof control description pads



-2 mins.  Blank maps



-1 min     Final box (this is probably best outside the shelter 


     so as to allow competitors clear view of the map 


     crates)
· Pin the laminated course colour cards on the first line of the box 1. The White & Yellow map crates go in an appropriate position before Box 1.
· The other 6 map crates & the map helpers will be outside the shelter, if used, beyond the start control units.
· If the weather is unpleasant then it is expected competitors to try to huddle inside the shelter & generally get in the way. We will also need to change the map crate helpers on a regular basis.  
· Clocks: if it’s a punching start, precise timing by visible clocks is not essential. Indeed it is not that important that you know exactly which minute it is. Just focus on ensuring one minute gaps between competitors. 
· Bleeping Start Clock.  This is the Master clock. It will be near the start line with its face turned away from the competitors (because the minute hand is unreliable!). The start team will coordinate all their activities to the 1 minute intervals signalled by this clock.
· Call-up clock (Not required for events with no allocated start times)A clock visible to the approaching competitors will give them an idea of the actual time. This clock will be synchronised to the bleeping clock to minimise confusion.
· Map crates : 2 map crates in Pre-start (White & Yellow) plus control descriptions. 6 map crates just beyond the start control boxes. A helper (or 2) is needed to place a map under the crate as required.
